OFFICE OF THE SECRETARY OF DEFENSE

1950 DEFENSE PENTAGON
WASHINGTON, DC 20301-1950

Administration
& Management

January 6, 1989

ADMINISTRATIVE INSTRUCTION NO. 2
SUBJECT: Employment of Experts and Consultants

References: (@) Administrative Instructive No. 2, subject as above, January 31, 1985

(hereby canceled)

(b) Federal Personnel Manual, Chapter 304

(c) Sections 3109, 5308, 5532, and Chapter 51 of title 5, United States
Code

(d) Office of Management and Budget (OMB) Circular No. A-120,
January 4, 1988

(e) through (1), see enclosure 1

1. REISSUANCE AND PURPOSE

This Instruction reissues reference (a), consistent with references (b) through (1), to
update policies, procedures, and criteriafor the employment of experts and
consultants, including the employment of consultants as advisory committee members.

2. APPLICABILITY AND SCOPE

2.1. ThislInstruction appliesto the Office of the Secretary of Defense (OSD), the
Joint Staff, and all other activities deriving administrative support from Washington
Headquarters Services (WHS) (hereafter referred to collectively as"OSD
Components'). The procurement of individual services by contract are covered under
Al No. 54 (reference (h)).
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3. DEFINITIONS

Terms used in this Instruction are defined in enclosure 2.

4. POLICY

4.1. The temporary employment of experts and consultants on an intermittent,
part-time or full-time basisis a normal, legitimate, and economical way to obtain
highly specialized servicesto improve OSD Component services and operations.

4.1.1. Thetemporary services of experts and consultants may be used to
obtain:

4.1.1.1. Specialized opinionsor professional or technical advice when
suitable in-house capability is unavailable and cannot be developed in time to meet the
needs of the OSD Component concerned, or development of in-house capability would
not be cost-effective because the special skills or expertise are not required full time.

4.1.1.2. Outside points of view to avoid too limited judgments on critical
ISsues.

4.1.1.3. Opinions, special knowledge, or skills of noted experts on
Important projects whose national or international prestige contributes to the
undertaking's success.

4.1.1.4. An enhanced understanding of, and development of, alternative
solutions to complex issues.

4.1.1.5. Support and improve the operations of OSD Components.

4.1.1.6. Ensure the more efficient or effective operation of managerial or
hardware systems.

4.1.1.7. Support and improve the operation of organizations.

4.1.1.8. Obtain advice regarding developmentsin industry, university, or
foundation research.

4.1.1.9. The advisory participation of citizens to develop or implement
Government programs that by their nature or by statute call for citizen participation.
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4.1.2. The authority to employ experts or consultants shall not be used to:

4.1.2.1. Provide a particular person temporary employment solely in
anticipation of a career-conditional appointment or when the desired services are
readily available within the Department of Defense or another Federal Agency.

4.1.2.2. Perform Government functions, including the exercise of
discretion in applying Government authority and the use of value judgmentsin making
decisions regarding monetary transactions and entitlements. This appliesto routine
ongoing work of a policy, decision-making, or managerial nature that isthe direct
responsibility of OSD Component military personnel or civilian employees.

4.1.2.3. Bypass or undermine personnel ceilings, pay limitations, or
competitive employment procedures.

4.1.2.4. Giveformer Government employees preferential treatment.
4.1.2.5. Aid specificaly in influencing or enacting legislation.

4.1.2.6. Obtain repeated or extended arrangements, except under
extraordinary circumstances.

4.2. Expertsand consultants may be employed with or without compensation.

4.3. A concurrent appointment may be held with another DoD Component or
Federal Agency. An expert or consultant holding a part-time office or position with
the United States Government, and receiving compensation, shall receive no additional
salary compensation for the service performed on the days worked in the part-time
capacity. An intermittent expert or consultant is entitled to pay for services from more
than one expert or consultant position, provided the pay is not received for the same
hours of the same day.

4.4. 1If an expert or consultant performs work outside of the regular tour of duty;
I.e., on a Saturday or Sunday, he or she shall be paid straight time rather than the
overtimerate. Compensation of experts and consultantsis subject to the limitation on
compensation imposed by 5 U.S.C. 5308 (reference (c)), which must be applied on a
pay period basis. Therefore, an expert or consultant, employed on a daily basis, may
be paid the rate of basic compensation for work on days outside the prescribed tour of
duty, provided compensation within any biweekly pay period does not exceed the rate
of basic pay for level V of the Executive Schedule, within the statutory limits. In
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accordance with 5 U.S.C. 3109 (reference (c)), daily rates of pay may be granted up to
the daily equivalent of the top step of grade GS-15, within the statutory maximum
rate. The grade GS-18 rate (within the statutory maximum) may be paid to persons
appointed to professional engineering positions primarily concerned with research and
development, professional positionsin medicine, and the physical and natural
sciences. In some instances, the appropriations or other statute may authorize the
payment of a maximum daily, rate higher or lower than the rates authorized by Section
3109 of reference (c); e.g., P.L. 95-561.

4.5. Asagenerd rule, reference (c) shall be used as the statutory authority for
employment of experts and consultants, including employment of such persons without
compensation. However, when another authority existsthat is applicable specifically
to a particular appointment, that authority takes precedence and may be used without
special justification.

4.6. Determining the specific per diem rate to be paid experts and consultants,
including the decision not to pay compensation, shall be made on an individual case
basis. The rate of compensation shall be determined by taking into consideration the
relative importance of the duties to be performed, the stature of the individual in hisor
her specialized field, and other factors such as comparable pay for positions under
Chapter 51 of 5 U.S.C. (reference (c)) or other Federal pay systems, rates paid by
private employers, and rates of compensation paid other consultants and experts
previously employed for similar work. Normally, compensation shall be at the per
diem equivalent to salariesin the GS-13 through GS-15 range.

4.7. Expertsand consultants appointed on an intermittent basis shall be paid for
the number of hoursthey actually work, with periods of less than 8 hours a day
computed at the rate of 1/8 of a day's pay for each hour worked. However, itis
appropriate to pay the full daily rate for each day they perform servicesthat effectively
interrupt their usual business or profession for most of the day.

4.8. An expert or consultant is not entitled to more than the daily rate prescribed,
regardless of the number of hours worked; that is, for more than 8 hoursaday, and is
not eligible for overtime, night differential, or premium pay.

4.9. Intermittent appointees can only serve irregularly or occasionally and cannot
work more than 130 days during their service year. Any day or part of aday for
which an expert or consultant is paid counts toward the 130-day limit.

4.10. Expertsand consultants may receive transportation and per diem expenses
in connection with official travel while away from their place of residence or regular



DoD Al 2, January 6, 1989

place of employment and paid per diem and travel expenses in accordance with the
provisions of the Joint Travel Regulations, Volume |l (reference (j)). Expertsand
consultants employed on an intermittent basis may be compensated at the established
rate of pay for time spent in atravel status on official business. |If duty pay isto be
authorized for time spent in travel, it shall be established as a precondition of
employment and reflected on the Time and Attendance Form (AF Form 1278), when
authorized.

4.11. A retired civilian employee may be hired as an expert or consultant;
however, the civil service annuity, computed on a daily rate, shall be deducted from his
or her pay for the actual time worked.

4.12. The military retired pay of aretired regular commissioned or warrant
officer serving as an expert or consultant shall be reduced in accordance with 5 U.S.C.
5532(b) (reference (c)). Reduction of retired pay is not required for the first 30-day
period for which salary isreceived. The 30-day exclusion does not apply to more
than one appointment aggregating more than 30 days within the same work year nor a
reappointment to the same position in the succeeding work year. The reduction is
effective the 31st calendar day for afull-time, temporary appointment and effective
with the 31st actual day worked for atemporary, part-time, or intermittent
appointment. Temporary, full-time isregular employment with alimited duration.
The 30 days are calculated by the full calendar period employed including Saturdays
and Sundays.

4.13. Retired Reserve officers and enlisted members are not subject to reduction
of their military pay, except as prescribed in subsection 4.14., below.

4.14. Section 5532(c) of reference (c) provides that no member of a Uniformed
Service (Regular or Reserve, officer or enlisted) who retires and isemployed in a
civilian position after January 11, 1979, may receive income from civilian salary plus
retired pay which aggregates more than the base salary for level V of the Executive
Schedule, within the statutory limits.

4.15. Thereduction in retired pay provisions of Section 5532(b) and (c) of
reference (c) do not apply to retired members whose retirement was based on disability
resulting from injury or disease received in line of duty asadirect result of armed
conflict, or caused by an instrumentality of war and incurred in the line of duty during
aperiod of war.

4.16. Advisory committee members shall not be compensated unless specifically
required by law, except in unusual circumstances. Exceptions shall be granted only if
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the OSD Component Head certifies that the technical expertise or viewpoint to be
offered by the consultant or the requirement for balanced membership is not otherwise
available without cost. (41 CFR 101 (reference (€)).)

5. RESPONSIBILITIES

5.1. The Assistant to the Secretary of Defense (ATSD) and the Deputy Secretary
of Defense, or designee, shall approve or disapprove on behalf of the Secretary of
Defense and the Deputy Secretary of Defense all appointments, renewal of
appointments, extensions of days, and changes in compensation of experts and
consultants and consultants as members of advisory committees proposed by the heads
of OSD Components.

5.2. The Director, Administration and Management (DA&M), or designee, shall:

5.2.1. Recommend approval and certification of proposed appointments and
other personnel actions of experts, consultants, and members of advisory committees,
and approve exceptions in order to compensate advisory committee members when the
expertise is not available without cost.

5.2.2. Approve or disapprove each proposed appointment within 180 days of
retirement of a former member of the Armed Forces under Al No. 45 (reference (i)).

5.3. The Under Secretaries of Defense (USDs), the Assistant Secretaries of
Defense (ASDs), the Assistants to the Secretary of Defense (ATSDs), and Equivalents
shall:

5.3.1. Determine the need for expert or consultant services.

5.3.2. Ensure that the required knowledges and skills are not aready
available within the work force.

5.3.3. Initiate requests for appointment, renewal, extension, and termination
of appointments. Justify in writing the selection of each particular expert or
consultant.

5.3.4. Determine the number of workdays that advisory services will be
required, ensure that the days worked do not exceed the number approved, and request
an extension if additional days are required.

5.3.5. Recommend adaily rate of pay or determine if the prospective
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appointee will serve without compensation.  In recommending a pay rate,
consideration shall be given to the following:

5.3.5.1. Appropriateness of the intended level of pay in relation to the
work to be performed.

5.3.5.2. The qualifications and experience of the proposed expert or
consultant.

5.3.5.3. The current or highest salary earned by the proposed appointee.
5.3.5.4. The comparable compensation in the private sector.

5.3.6. Monitor each consulting service arrangement to ensure properly that
performance is satisfactory and results are assessed. Notify each expert or consultant
that a DD Form 2525 (enclosure 3) shall be submitted for each pay period in which
services are performed.

5.3.7. Maintain necessary records, at a minimum aDD Form 2525 (enclosure
3), on each expert or consultant employed.

5.3.8. Ensure that experts and consultants employed on an intermittent basis
work only occasionally and irregularly and do not work in excess of the number of
days approved, not to exceed a maximum of 130 days during the service year.

5.3.9. Review, on a quarterly basis, the records on each expert and consultant
who worked 10 days or more during the quarter. The review shall assure that:

5.3.9.1. Duties performed are still those of an expert or consultant.
5.3.9.2. Timelimitsare being observed.
5.3.9.3. Documentation is kept current.

5.3.9.4. Duties of record are actually being performed.
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5.3.10. Provide the certification required by paragraph 5.3.9., above, to the
Director, Personnel & Security, WHS, no later than the 20th of the month following
the end of each quarter (enclosure 7).

5.4. The General Counsel shall provide legal guidance on mattersrelated to
conflicts of interest in accordance with DoD Directive 5500.7 (reference (1)).

5.5. The Director, Personnel and Security, Washington Headquarters Services
(WHS), shall:

5.5.1. Review appointment, extension, and renewal requests for experts and
consultants to ensure they meet all legal, security, standards of conduct, and
compensation requirements and recommend approval action to the ATSD and Deputy
Secretary of Defense through the DA&M.

5.5.2. Terminate the appointment of experts and consultants on the
not-to-exceed date of their appointment if proper paperwork has not been received
from the employing OSD Component to extend or terminate such appointment. No
expert or consultant shall be paid for services rendered unless his or her current
appointment has been approved by the appropriate authority.

5.5.3. Review each quarterly report received from OSD Components having
experts or consultants on their rolls for more than 10 days during each quarter.
Summarize the findings and take action to correct any deficiencies noted.

5.5.4. Budget for experts and consultants and ensure funds are available for
appointments, extensions, renewals, and increases in compensation.

5.5.5. Through the Chief, Security Division, perform appropriate security
investigations and adjudications on individual s selected for expert or consultant
appointments, and grant, suspend, deny, or revoke security clearances.

5.6. The Director, Budget and Finance, Washington Headquarters Services
(WHS), shall report costsincurred in the annual CAAS budget exhibit (PB-27) as
required by DoD Directive 4205.2 (reference (g)).

5.7. Appropriately designated TIME AND ATTENDANCE CLERKS shall
maintain and forward AF Form 1278, Time and Attendance Form, in accordance with
established procedures. In addition, aDD Form 2525 (enclosure 3) completed by
each expert or consultant who performed services during the pay period, must be
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maintained on file for 2 years. A reproduced copy of each form shall be forwarded to
the Chief, Staffing Division, Directorate for Personnel and Security, WHS, for each
salaried expert or consultant, whether or not the individual worked during the pay
period, no later than the Monday following the end of the pay period.

5.8. Individual Experts and Consultants (IECs) shall complete a DD Form 2525
(enclosure 3) and submit it to the designated time and attendance clerk for each pay
period in which they perform services.

6. PROCEDURES

6.1. Therequesting OSD Component shall submit proper paperwork, including
the forms designated in enclosures 4 and 5, through its Administrative or Executive
Officer, to the Director, Personnel and Security, WHS, or the Civilian Personnel
Officer, Joint Staff, as applicable, including justification as required by this Instruction
for each action as described in enclosure 6.

6.1.1. If the proposed expert or consultant isretired from a Military Service
and the proposed appointment iswithin 180 days after the effective date of retirement,
the requesting OSD Component shall submit justification for awaiver of the 180-day
waiting period in accordance with Al No. 45 (reference (i)).

6.1.2. The appointment of consultants as members of authorized advisory
committees shall be handled in the same manner as other experts and consultants, with
the exception of compensation under 41 CFR 101 (reference (e)). Subpart 101-6.1033
of reference (e) specifiesthat unless specifically required by law, Agencies shall not
compensate advisory committee membersfor their service on an advisory committee.
Exceptions may be made in appropriate cases if the OSD Component Head determines
that the technical expertise or viewpoint to be offered by the consultant or the
requirement for balanced membership is not otherwise available without cost to the
Agency. Intheseinstances, the OSD Component Head must certify that the exception
isjustified. Chartersof advisory committees shall have final approval of the DoD
Advisory Committee Management Officer, Office of the DA&M, Organizational and
Management Planning (O& MP), before action can be taken to process appointments.

6.1.3. The OSD Component shall submit a Standard Form 52 (SF-52),
completed and signed by the appropriate approving official, for each termination of
appointment, ensuring that the correct mailing addressis furnished. Although the
civilian personnel data system automatically produces a termination of appointment
SF-50 on the not-to-exceed date, the servicing civilian personnel office may not have a
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current forwarding address, which is essentia for payroll purposes. A completed and
signed Standard Form 278 (SF-278) should accompany each SF-52 for those experts or
consultants who worked more than 60 calendar days at a daily rate equivalent to the
current daily rate of a GS-16, step 1, or above, in accordance with DoD Directive
5500.7 (reference (1)).

6.2. Eachretired Regular officer of the Military Services shall file with the
Military Department, in which he or she holds retired status, a DD Form 1357
"Statement of Employment,” within 30days of the date of appointment under reference

().

6.3. The Chief, Staffing Division, Directorate for Personnel and Security, WHS,
shall review the forms submitted for completeness and compliance with this
Instruction. Requesting OSD Components shall be notified promptly when an action
concerning an expert, consultant, or advisory committee member has been approved or
disapproved by the ATSD and Deputy Secretary of Defense. No action, such as
allowing an individual to work, may be taken by the OSD Component until the
Component has been advised that approval has been granted and all necessary
paperwork isin order, including proper security clearances and financial disclosure
documents. Thisincludes extensions, renewals, or increase of number of daysa
consultant is approved to work.

10
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7. EFFECTIVE DATE

This Instruction is effective immediately.

David 0. Cooke, Director
Administration and Management
Office of the Secretary of Defense

Enclosures- 7
El. References, continued
E2. Definitions
E3. DD Form 2525
E4. DDForm 2292
E5. SD Form 436
E6. Forms Required for Consultant/Expert Processing
E7. SD Form554

11
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E1l. ENCLOSURE 1
REFERENCES, continued

(e) Part 101 of title 41, Code of Federal Regulations
(f) DoD Directive 5105.18, "DoD Committee Management Program,” March 20, 1984

(g) DoD Directive 4205.2, "DoD Contracted Advisory and Assistance Services
(CASS)," January 27, 1986

(h) Administrative Instruction No. 54, "Contracted Advisory and Assistance Services
(CAAYS)," duly 7, 1986

(i) Administrative Instruction No. 45, "Employment of Retired Members of the Armed
Forces," November 5, 1984

(j) Joint Travel Regulations, Volume |

(k) DoD 1340.12-M, "Military Retired Pay Manual," March 1987, authorized by DoD
Instruction 1340.12, January 23, 1978

(1) DaD Directive 5500.7, " Standards of Conduct,” May 6, 1987

12 ENCLOSURE 1
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E2. ENCLOSURE 2
DEFINITIONS

E2.1.1. Advisory Committee Member. A consultant appointed to an advisory
committee.

E2.1.2. Consultant. Anindividual possessing uncommon, special, current
knowledge or skill in a broad area, combined with extensive experience in the
application of such knowledge or skill in an operational setting. As a consequence,
consultants are well-recognized outside of their peer group.

E2.1.3. Consulting Services. Advisory and assistance services related to
administration and program management that are provided by persons or organizations
generally considered to have knowledge and special abilities not available within the
OSD Component concerned.

E2.1.4. Expert. Anindividual possessing uncommon, special, current
knowledge or skill in aparticular field. An expert is an outstanding specialist with a
high level of peer recognition.

E2.1.5. Individual Experts and Consultants (IECS). Persons possessing special,
current knowledge or skill that may be combined with extensive operational
experience. This enablesthem to provide information, opinions, advice, or
recommendations that enhance understanding of complex issues, or improve the
quality and timeliness of policy development or decision-making. These individuals
may either work independently or as members of panels, commissions, or committees.

E2.1.6. Intermittent Appointment. Occasional or irregular employment on
programs, projects, or problems, or phases thereof, requiring intermittent service not to
exceed 130 workdaysin aserviceyear. (If at any timeit is determined that the
expert's or consultant's work no longer isintermittent in nature, the employment shall
be terminated immediately or converted to full-time, if circumstances allow.)

E2.1.7. Military Services. Army, Navy, Air Force, and Marine Corps.

E2.1.8. Service Year. The 365 calendar-day period that begins with the
effective date of appointment.

E2.1.9. Temporary Appointment. Full- or part-time employment in an

13 ENCLOSURE 2
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authorized billet on programs, projects, or problems, or phases thereof, requiring
temporary servicesfor 1 year or less.

14 ENCLOSURE 2
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E3. ENCLOSURE 3
DD Form 2525

ATTENDANCE REPORT FOR CONSULTANTS AND EXPERTS

1. NAME (Last, First, Middle Initial) 2. DIVISION 3. ROOM NUMBER 4. PHONE NUMBER
5. NATURE OF WORK (Sub-group meeting; meeting; preparation of reports, etc.) 6. PAY PERIOD (Dates Covered) (YYMMDD)
a_ FROM b TO T
7. ATTENDANCE RECORD
INSTRUCTIONS
DAY and DATE - Show the date of the month in the space below the day of ANNUAL AND SICK LEAVE - Employees entitled to earn leave will

the week. show the periods of absence on annual or sick leave by recording the

DUTY STATUS - Enter number of hours worked for each day on which duty

! number of hours absent and the symbols “A” or "$* in box ¢
was performed. !

1) (2) 3) (a) (5 (6) (7 (8) 9 (10) (1) (12) (13) _1174)' ’
o DAY SUN MON TUE WED THU FRI Sal SUN MON TUE WED THU FRI

SAal

DLAIE

, DUTY STATUS

NUMBER OF HOURS

A = ANNUAL LEAVE
S = SICK LEAVE

EMPLOYEE WILL SIGN CERTIFICATE BELOW AND FORWARD TO HEAD 9. APPROVAL OF OFFICE FOR WHICH WORK WAS PERFORMED
OF OFFICE FOR WHICH WORK WAS PERFORMED. Certified as correct and approved for payment.

| certify that | performed duty on the days indicated and that payment is | a SIGNATURE -
due me.

EMPLOYEE SIGNATURE b. DATE SIGNED b. TITLE c. DATE SIGNED

°

DEFINITIONS

CONSULTANT - individual possessing uncommon, special, current knowledge EXPERT - Individual possessing uncommon, special, current knowledge
or skill in a broad area, combined with extensive experience in the or skill in a particular field who provides information and opinions 10
application of such knowledge in operational settings, who provides advice -an 0SD Component

and recommendations to an OSD Component, but neither performs nor
supervises the performance of operating functions.

DD Form 2525, AUG 88 Replaces SD Foimn 2, which 15 obsolete s

15 ENCLOSURE 3
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E4. ENCLOSURE 4
DD Form 2292

REQUEST DATE (YYMMODOD)

REQUEST FOR APPOINTMENT OR RENEWAL OF | APPOINTMENT
APPOINTMENT OF CONSULTANT OR EXPERT p——
PART | - REQUESTING AUTHORITY
VAME OF PROPOSED APPOINTEE (Last, First, Migdle imtial) 2. OFFICE OR COMMITTEE TO WHICH APPOINTED
3, ESTIMATED NUMBER OF DAYS TO BE s, PROPOSED COMPENSATION PER DAY 5. PROPOSED EOD DATE (YYMMDD)

WORKED DURING APPOINTMENT YEAR OR INDICATE IF WOC

6. COMPLETE FOR RENEWAL APPOINTMENT OF CONSULTANT OR EXPERT

a. NUMBER DAYS WORKED IN PRIOR 5. NUMBER DAYS TO BE WORKED c. PROPOSED RATE OF PAY
APPOINTMENT YEAR

e ————
7. DUTIES OF CONSULTANT OR EXPERT (Describe the quties in sufficient detail to (1) Permit a p that the p jon actuaily
requires a consuitant or expert; (2) Determine whether or not a possible conflict of interest nught exist; and (3) Explain thie need for the
appointment to the Secretary of D . If individuai isto be a ber of an advisory group established by law or by DoD Directive or
Instruction, cite name of advisory group, law, or defense issuance in lieu of the list of duties or services.)

8. NUMBER OF MILITARY OR CIVILIAN PERSONNEL (N YOUR ORGANIZATION NOW PERFORMING THE SAME OR SIMILAR FUNCTION
PROPOSED FOR NOMINEE (Inciude full or part time personnel.)

e ———————————————————————
9. DESCRIBE THE NEED FOR ESTABUISHING FUNCTION (if new or for additi ished function, state the services cannot be

thi regular civil service procedures; and why presently cmplmd military orawllan personne! cannot pe the function. Not
required for Advisory Group members.)

DD Form 2292, DEC 88 Previous editions are obsolete. 68354

16 ENCLOSURE 4
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SF-171, Personal Quatifications Statement.)

1.

—— e ————————————————————————————————————
10. DESCRIBE NOMINEE'S BACKGROUND AND EXPERIENCE AS T RELATES TO THE REQUIREMENTS OF THIS APPOINTMENT (Attacn compieted

e ———————————————————————————————————————
IN ACCORDANCE WITH DOD DIRECTIVE 4205.2, | HAVE SATISFIED MYSELF THAT:

a. The position is necessary;

b. Thisis a consuitant/expert position;

¢. Thepr d app meets the defi ot "cor pert” and does, in fact, possess the kind and level of experuse to render the
services the agency seeks;

d. The work 1s temporary in nature; that is, wiil not exceed one year: requires services oniy rregulariy (with no n’gular tour of duty) or
occasionally; 1s of a purely advisory nature, and does not include the performance of supervision of operating functions;

e. Thisauthority is the most appropriate appointment authority for meeting the agency’s needs;

f.  Thedaily rate intended to be paid the p d appo IS¢ ate with the ievel of work to be performed and the individual’s
qualifications for the work;

g. This appointment compiies with DoD Directive 5500.7; and presents no conflict of interest; and

h. Required documentation is in order and a favorabie security bility deter has been rendered.

I. SIGNATURE OF HEAD OF ACTIVITY

7. ACTIVITY REQUESTING APPOINTMENT

PART ! - COORDINATION (If required by submitting activity)

12. SECURITY AUTHORITY
a. SIGNATURE

b. DATE SIGNED (YYMMDD)

e ———————————————
13. BUDGET AND FINANCE AUTHORITY
a. SIGNATURE

e ——————————
b. DATE SIGNED (YYMMODO)

er——————————————————————————
14. STANDARDS OF CONDUCT AUTHORITY
a. SIGNATURE

————————————
b. DATE SIGNED (YYMMOO)

e —————————
1S. PERSONNEL AUTHORITY
a. SIGNATURE

e ————————
b. DATE SIGNED (YYMMDO)

PART 1l - APPROVAL AUTHORITY FOR APPOINTMENTS IN DEPARTMENTAL SERVICE

decisions, FPM Chapter 304, and DoD Directive 4205.2.

in approving the filling of this position without regard to the laws and regulations governing appointments
in the competitive civil service, and in approving the rate of pay set for this position without regard to the
classification and pay laws, | have considered the requirements of law (5 U.S.C. 3109), reievant Comptroller General

e ————————————————————————
16. DIRECTOR, ADMINISTRATION AND MANAGEMENT OR DESIGNEE
a. SIGNATURE

b. DATE SIGNED (YYMMODO)

DD Form 2292 Reverse, DEC 88

17 ENCLOSURE 4
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E5. ENCLOSURE 5
SD Form 436

CONDITIONS OF EMPLOYMENT FOR EXPERTS AND CONSULTANTS

An individual may elect to receive compensation and/or reimbursement for actual expenses
under any one of the following arrangements (X only one).

’ a. Transportation only.

[ b. Transportation and subsistence.

¢.  Salary compensation plus transportation and subsistence. Individuais under this arrangement wili recetve
salary compensation of plus transportation and subsistence as
authorized in JTR Volume il. Intermittent consuitants will be paid 1/8 of one day’s pay for each hour
worked, unless such employment effectively interrupts their usual business or profession for most of the
day. Individuals serving intermittently are entitled to pay for service on an intermittent basis from more
than one consuitant or expert position, provided the pay is not received for the same hours of the same
day. If applicable, identfy agency where concurrently employed
Individuals will be compensated at the estabiished rate of pay for time spent in a travel status on official

business.

d. An individual holding another part-time office or position with the United States Government, and
receiving compensation, will receive no additional salary compensation for the service performed on the
days worked in the part-time capacity. Individuais under this arrangement will receive saiary
compensation of for days in which they perform services for the OSD/0JCS
and receive no compensation from another Government agency. If applicable, identify agency where
concurrently employed . Actual transportation expenses
and non-taxable per diem in lieu of subsistence wiil be paid whiie serving the 0SD/OJCS away from
designated official headquarters.

e. An individual holding another full-time office or position with the United States Government, and
receiving compensation, will receive no additional salary compensation for this service. Actuai
transportation expenses and non-taxable per diem in lieu of subsistence will be paid while serving
the Office of the Secretary of Defense away from designated official headquarters.

f.  No compensation or reimbursement of any kind. Individuals under this arrangement will not receive
any compensation from the Government in the form of salary, nor will receive transportation
expenses or per diem in lieu of subsistence. By selecting this option and signing this document, the
Government of the U.S. is released from any claims, suits or demands for compensation for services by

the individual, his or her heirs or assigns.

} ATTENTION CIVIL SERVICE RETIREES

You are advised that your salary must be reduced by an amount equal to your gross annual civil service annuity in
accordance with 5 USC 8344. At the time of your appointment, you must furnish a copy of the notice you receive from
the Office of Personnel Management indicating the amount of your gross monthly annuity and your CSA number. In
addition, copies of your annuity statement indicating adjustments to your monthly annuity from cost-of-living
increases or other reasons must also be provided.

2. SIGNATURE OF CONSULTANT OR EXPERT ' 3. DATE SIGNED (YYMMDD) |

_.uestions regarding transportation and subsistence incurred while serving the Office of the Secretary of
Defense away from one's home or reguiar place of business should be directed to Washington Headguarters
Services, Directorate for Budget and Finance, Attention: Travel Division, Room 3B259, The Pentagon,

Washington, DC 20301-1155.

SD Form 436, MAY 88 Previous editions are obsolete

18

ENCLOSURE 4



DoD Al 2, January 6, 1989

E6. ENCLOSURE 6

Forms Reguired for Consultant/Expert Processing

New Re- Increase or Termi- Forms Required for Consultant/Expert Processing

Appoint- | newals Change in nation

ments Compensation
or Days

X X X Memo signed by the Agency (ASD/USD level) - Original and 1
Copy

X X X SF-52 (Request for Personnel Action) - Original

X X DD 2292 (Request for Appointment or Renewal of Appointment of
Consultant or Expert) - Original and 4 copies (both sides))

X X SF-171/SF-171A (Application for Federal Employment) - Original
and 3 copies

X SF-61 (Appointment Affidavits) - Original

X SF-61B (Declaration of Appointee) - Original

X X SD 436 (Conditions of Employment for Experts and Consultants) -
Original

X Tax Withholding Forms (State and Federal) - Original (For paid
consultants)

X X DD 1555 (Confidential Statement of Affiliations and Financial
Interests) - Original in sealed envelope

X X Disqualification Statement - Original (if Applicable)

* * * X SF-278 (Executive Personnel Financial Disclosure Report) -
Original *(Only required if the consultant is employed at the daily
rate of pay requiring the filing of a SF-278 (Salary above GS-16,
step 01). Send form to the Standards of Conduct Office once
he/she has worked the 61st day). Submit a copy of form with
Termination SF-52 to the Personnel Office.

X DD 214 - One copy if retired military - (furnished by employee)

X X Annuity Statement - One copy if reemployed annuitant (furnished
by employee) - A new annuity statement must be submitted each
time a change occurs.

X SF-1199A (Authorization for Deposit of Federal Recurring
Payments) - Original (forward only if check is to be deposited in
bank). (For paid consultants)

X DoD Directive 5500.7 (Standards of Conduct) - Return receipt of
Directives form (This is provided to each new employee)

X Form 1-9 (Employment Eligibility Verification) - Original (Notarized
or signed by designated Personnel Specialist)

X SF-256 (Self-Identification of Reportable Handicap) - Original

X SF-181 (Race and National Origin Identification) - Original

X DD 398 (DoD Personnel Security Questionnaire) - Original and 5
copies (All with original signatures) (TOP SECRET Clearance)

X SF-85 (Data for Non-sensitive or Non-critical - Sensitive Position) -

Original (SECRET clearance)
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New Re- Increase or Change | Termi- Forms Required for Consultant/Expert Processing
Appoint- | newals | in Compensation nation
ments or Days
X Fingerprint Cards - 2 Originals - (FD 258 for TOP
SECRET clearance) or (SF-87 for SECRET clearance or
Non-sensitive clearance)
X DD 2221 (DoD Authority for Release for Information &
Records) - Original
X Waiver (Memo signed by Agency Head for Military
personnel appointed within 180 days of retirement)
X X Waiver (Memo signed by Agency Head to waive
restriction to pay advisory/committee members)
X AF Form 1532 (Mailing Address Card) (For paid

consultants)
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E7. ENCLOSURE 7
SD Form 554

QUARTERLY REPORT ON EXPERTS AND CONSULTANTS

PART | - EMPLOYING ORGANIZATION

———————————— s eum——
NAME OF EXPERT OR CONSULTANT (Last, First, Miodle inrvai) 2. POSITION
e————————
3. ORGANIZATION ) 4. DOAYS WORKED DURING
QUARTER

e 7T YT
S. CERTIFICATION

In accorgance with A.l. No. 2, Employment of Experts and Corsuitants, and the Federal Personnel Manuai,
Chapter 304, | certify that the appointment of the above named expert or consuitant complies with ail

legal requirements.

" VALIDATION OF THE WORK_ASSIGNMENT The duties officially assigned to this position are accurateiy
described and are essential to the accomplishment of the mission. The work is temporary in nature,
requires a high levei of expertness not available in the reguiar work force, is of a purely advisory nature,
and does not include the performance or supervision of operating functions.

CERTIFICATION OF PERFORMANCE The incumbent of this position is performing the duties officially
described on the DoD Form 2292.

ESSENTIALITY OF POSITION The wark assigned cannot be more appropriately and effectively performed by
reguiar employees.

OBSERVANCE OF TIME LIMITATIONS Administrative safeguards are in effect to ensure that the incumbent
of this position does not receive pay for more than 8 hours per day and that approved time limitations

nave not been exceeded.

8. EMPLOYING OFFICIAL
a. SIGNATURE

b. DATE SIGNED (YYMMODO)

C. TITLE (Head of Component, USD, ASD, or Designee)

PART Il - REVIEW

7. (X and a3 appli
a. | have reviewed the above certification and determined that the criteria for experts and consuitants
as required by the appointing authority and all pertinent regulations and instructions have been met.

b. | have reviewed the above certification, and action will be taken to correct the following
deficiencies:

.. DIRECTOR, PERSONNEL AND SECURITY, WHS
a. SIGNATURE

b. DATE SIGNED (YYMMODO)

sD Form 554, FEB 88
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